EleGrade - Logon/User set-up/Moving between Screens/Multiple Selection/Exit

Steps Screen Displayed Procedures
1 Logon
The EleGrade Grade Book program can
be opened in one of two ways.
EleGrade. = From the Desktop
e Click the EleGrade icon
Or
From the Toolbar
Progam f5 Elementary Gradshook . m Elefirade ° CI | Ck th e Start button
— EXTR&! Personal Cliert 2204 #
C b 3 Genesis ' .
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2 The EleGrade Logon screen is displayed.
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Enter your Polk ID [Metwork/Outlook logon) and password
example: zamantha.zmith

a

After you have been Added as a New
EleGrade User (Chapter 1)

Polk ID: | <

Password: |
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» Type your User Name (first.last)
e Press Tab or Enter

Type your Password(Polk 1D
password)

Click the OK button or Press Enter

The loadi BleGrade wrindosr is Ji d.

The EleGrade Menu screen is displayed.

To Change Grading Period, Grade
Display Type, and Scoring Method,
using the user setup screen

On the Menu Bar
Click Tools
Click User Setup
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: The User Set-up screen is displayed.
The SAP ID, Teacher Name, Center
SAP ID: 20745 Number, is displayed and cannot be
, changed.
Name: ichell Bakz
Center Number: ~ [1281 || —= Typeyour SSN Number in the box
Social Security: XXX-XXX-XXXX / | | —e Grading Period defaults to the
' current grading period.
Grading Period — -Name Display Grade Display L T Select Name Display (Student)
O FistNameFit | O Numeric Grades |
\. Select Grade Displa
( LastMameFist | (" Alpha Grades play
——e  Click Save button
4 Grading Period

SAP ID: 20745
Name: Michele Btz
Center Number:  |1281

Social Security:

me Displap Grade Display
o FistNameFrst T ~Mumgnc Grades

(" LastNameFist | Alpha Grades

The user can set any grading period they
wish, but once the grading period has been
set, only the grading items for that grading
period will be displayed.

/. Click the drop down arrow

1 Select the Grading Period

Grade Display

Grade Display (Alpha or Numeric) cannot
be changed during a grading period. Once
grades are entered for that grading period,
the user will have to wait until the next
grading period to make the change.

Name Display
>~ Click in the Radio button

» Click Save to continue
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5 HEIeEIade@HiIIcleslElemenlaw[ml] School Year: 0102 Grading Period: 3 [1/2/02 to 31 202] Teacher Firstest Lastest
Fe Load [iadng Aendince Repols Took | W el .
T Moving between Screens
WSk Bl Subjects
| = N L When one or more Grids have been loaded
BT TG 6 NG | :[ifs| | | they remain open.
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6 Assign Student
Select Students to Assign . .
Subject Type Multiple Selection

All Students ' Academic

& MNon-dcademic

ISeIect Teacher Y

Agzigh | Exit |

Select Students to Assign
Al Students [ {

Subject Tupe
& Academic
§ Morsboademnic

Select Subject to Aszign
Subject b4

Select Period for Aszzsighment

| Show |

m_

ISeIect Teacher j

\

To Select Multiple Items from a list

Contiguous Selection

\\\\\v Select the Starting point
e Hold down the (Shift) key

N Click the End Point

Non-Contiguous Selection

| e Select the First Name

e Hold down the (Control) key

—

— Make Further Selections
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7 ﬂﬂﬁm&@ﬂhﬂﬂmﬂmﬂ%”SmMWMﬁWZEm"!EE'
load [radng Aendance Repors Took ‘Windows  Hep Exit/ Logoff EleGrade
EinottoER

To logoff EleGrade

Gl

On the Menu Bar

T~ Click File
T~ Click Exit
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